
	  

	   	   	  

Job	  Title	  [Position]:	   	   Job	  Category:	  	   	  

Department/Group:	   	   Posted	  By:	   	  

Location:	   	   Travel	  
Required:	  

	  

Level/Salary	  Range:	   	   Position	  
Type:	  

[i.e.:	  full-‐time,	  part-‐time,	  etc.]	  

	  

HR	  Contact:	   	   Date	  posted:	   	  

Reports	  to:	   	   Posting	  
Expires:	  

[i.e.,	  30-‐days]	  

Applications	  Accepted	  By:	  

Fax	  or	  E-‐mail:	  

	  

Attention:	  	  

Mail:	  

	  

	  

Job	  Description	  

Brief	  Summary:	  
	  

	  

	  

	  

Duties:	  

	  

	  

	  

	  

	  

Skills/qualifications:	  	  

	  

	  

	  [NOTE:	  	  Attach	  separate	  sheet(s)	  as	  necessary	  with	  the	  complete	  job	  description	  ]	  

Marshall Dennehey Warner Coleman & Goggin

Legal Billing Coordinator Legal 

Billing Dept Human Resources

Philadelphia - Headquarters N/A

N/A Full-time

HR Recruiter 10/13/2020

Director of Billing & Accounting 60-days

HRRecruiter@MDWCG.com

HR Recruiter

2000 Market Street 
Suite 2300 
Philadelphia, PA 19103

 
 
The law firm of Marshall Dennehey Warner Coleman & Goggin is seeking a full-time Legal Billing 
Coordinator with 3+ years of experience in Legal Billing, including website invoice submission, to join its 
Philadelphia, PA office.  
 
This job is in compliance with Philadelphia's Fair Chance Hiring Law. 

 Firm/Company Name

Minimum Requirements: 
 
    - Must have 3 years of experience in Legal Billing including website invoice submission 
    - Must be proficient in Microsoft Office Suite (Word and Excel required) 
    - Strong use of keyboard shortcuts; 10 key 
    - Must have strong knowledge of billing and financial concepts 
    - Works well in an environment with firm deadlines; results oriented 
    - Perform multiple tasks effectively 
    - Able to work both independently and as part of a team 
    - Strong analytical skills required 
    - Capable of making timely, independent decisions 
    - Excellent oral, written and interpersonal communication skills 
 
Marshall Dennehey is not accepting unsolicited resumes from search firms for this position. 
 
Firm offers a sound future, competitive salary, and an excellent benefits package. 
 
Qualified candidates should submit cover letter and resume to HRRecruiter@MDWCG.com for 
consideration. 
 
We are an Equal Opportunity Employer AA/M/F/D/V.

(Send copy of firm logo for posting)
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